PROCESSING AMENDMENTS within ECIVIS

Background:

Currently, the only two amendments originating from eCivis are changes in the:

e award amount; and
e project period (eCivis data field is Contract Start/Close Date).

To perform these amendments, a user will need an electronic version of the corresponding document
reflecting the changes to be made which is required to be uploaded into the system i.e. amended
funding instrument such as a Notice of Award Modification, Interagency Service Agreement (ISA)
Amendment, etc.

How To:

After logging onto eCivis, proceed to the Project that needs to be updated by clicking on the blue tab
labelled Grant Management and clicking My Projects under it:
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Click on the Project that needs to be updated:
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Within the selected Project, click on the Grant Lifecycle tab:
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Click on the pencil icon under the Edit column for Grant Awarded Stage:
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Edit the appropriate fields i.e. “Awarded $” and/or “Contract Start/Close Date”:

[ —
’
m' Q http://gn.ecivis.com/GO/b_milestonesEditStatus P~-cX Q eCivis - Grants Network

File Edit View Favorites Tools Help

5% 2] http—-www.azauditorgov... 2] COFAR The Chief Financi... £ jmistlebauer Arizona Offi.. £ State Of Arizona [Z) Data Transparency Coaliti... | ] Home - ADOADOCS & A... & Intergovemmental Review...

Grant Status - Grant Awarded

VA Sports |

Complete Status Form

Grant: US11663 Grants for Adaptive Sports Programs for Disabled
Veterans and Disabled Members of the Armed Forces - FY 2015

Internal Grant 1D; PRA15001

Internal Grant Name:

) . o "y
Do you consider this a competitive grant? - & vYes © Mo

n

Award Notification” 06/012015 B
& Awarded $" 700,000.00

Match Required™ NO

Match Type: El
Cash Match §:

In-Kind Value: |
Contract Start Date: 06/01/2015 =
Contract Close Date: 12/3112020 =
Reminder: 12/0112020

Award Type- ' Advance Payment @ Reimbursement
DUNS Number- 12-345-6789

Grantor Contract Number: VA123007

Click Save at the bottom of the page. An email will be sent via the system to all Project Team members
with the Subject line of “[eCivis] Grants Network - Grant Awarded Notification (Status Update).”
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The update will be represented within the system under the Last Updated On/By columns in the Grant
Lifecycle tab:
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Click the Done button.

Now, the amended funding instrument (e.g. Notice of Award Modification) needs to be uploaded into
the system.
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Click on the Documents tab:
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Click on the folder icon under the Manage Files column for Grant Awarded Stage:
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At this point, it is the same process as uploading the initial application, award document, etc.:
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Upload up to 8 files at a time but not to exceed 25 Mb - no single file may exceed 10 Mb.
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After uploading the amended funding instrument document and clicking close, the process is completed
and the updates will interface with new AFIS during its daily push.
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